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Please Print	

2012 Attendance Controller®

Name:_ ________________________________________________

Department:_ ______________________Hire Date:_____________

Employee/Payroll #_______________________________________

Vacation Time:_ ___________________Sick Time:______________

	 Last	 First	 Middle

/       /
A	-	Additional Hours 	
B	 -	Bereavement	
C	-	Partial Hours Worked	
D	-	Doctor’s Appointment	
E	 -	Excused	
F	 -	FMLA	
H	-	Holiday
I	 -	Illness - Self

J	 -	Jury Duty
K	-	Termination
L	 -	Leave of Absence
M	-	Military Leave
N	-	No Call/No Show
P	 -	Personal
S	 -	Suspension
T	-	Tardy

U	-	Unexcused	
V	 -	Vacation
X	 -	Illness in the Family
Y	 -	Floating Holiday
Z	 -	Last Day Worked
__	-	_______________
__	-	_______________
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Notes Notes Notes
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	 Date	 Notes	 Paid	 Unpaid	 Additional
					     Hours Worked Quarterly Absence Totals

 Quarter
 Total ▼

Vacation Time and Sick Time

	 Sick Time	 Vacation Time	 Notes

	 Allowed in 2012_________

	Carried over from 2011_________
	 Allowed in 2012_________

	Carried over from 2011_________

	 January

	 February

	 March

	 April

	 May

	 June

	 July

	 August

	 September

	 October

	 November

	 December

Verbal Reprimands or Written Warning Notices

	 Date	 Verbal	 Written	 Comments

/     /
/     /
/     /
/     /

	 ■	 ■

	 ■	 ■	

	 ■	 ■	

	 ■	 ■

This Attendance Controller® is to be retained in the employee’s personnel file at the end of each year.

	Reason/
	 1st	 2nd	 3rd	 4th

	 Year
	 Code					     Total	

	 Allowed	 Taken	 Available	 Allowed	 Taken	 Available

©2011 EDI

This product is designed to provide accurate and authoritative information. However, it is not a substitute for legal advice and does not provide legal opinions 
on any specific facts or services. The information is provided with the understanding that any person or entity involved in creating, producing or distributing 
this product is not liable for any damages arising out of the use or inability to use this product. You are urged to consult an attorney concerning your particular 
situation and any specific questions or concerns you may have. Products printed by ComplyRight are provided on recycled paper.
Important note: This is approved for use by the purchaser only. This form may not be shared publicly or with third parties.
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